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Kavango East Regional Council
DIVISION: AUDIO VISUAL AND PRINT MEDIAS

Request for Sealed Quotations
for Goods

Procurement of Stationaries for MICT
Procurement Reference No: ¢rFoKERC-MICT/022/09/2025/2026

P.O. Box 2083, Rundu, Tel: 066 - 255021
Fax No: N/A

' BIDDER’S NAME

CONTACT NUMBER

TOTAL BID AMOUNT (N$)




KAVANGO EAST REGIONAL COUNCIL

Tel.: 066 — 255021 Private Bag 2083
Cell: 0811433030 Rundu
E-mail: Joseph. Rumwagharo@mict.gov.na NAMIBIA

Enquires: Mr. J. Rumwagharo

Letter of Invitation
26/02/2026

Dear Sir, Madam

Request for Quotations for Stationaries for MICT Rundu

The Kavango East Regional Council (MICT) invites you to submit your best quote for the items described in
detail hereunder.

Any resulting contract shall be subject to the terms and conditions referred to in the document.

Queries, if any, should be addressed to Mr. Joseph Rumwagharo Tel: 066 — 255021, Ministry of Information
and Communication Technology, Kavango East Regional Council.

Please prepare and submit your quotation in accordance with the instructions given or inform the
undersigned if you will not be submitting a quotation.

Yours faithfully,

e
....... /&L | © %/ o j/@wt 6

thlana.l{angumbe
Head: Procurement Management Unit




SECTION I: INSTRUCTIONS TO BIDDERS

1. Rights of Public Entity
The Kavango East Regional Council reserves the right:
(a) To split the contract as per the lowest evaluated cost per item, or
(b) To accept or reject any quotation; and

(c) To cancel the quotation process and reject all quotations at any time prior to contract
award.,

(d) Section 66 (2b) (a) of the Public procurement Amendment Act of 2022 will apply

2. Preparation of Quotations

You are requested to quote for the items mentioned in Section III by completing, signing and
returning:

(@) the Quotation Letter is Section II with its annex for Bid Securing Declaration, where
applicable;

(b) The List of Goods and Price Schedule Section IIT;

(c) the Price Activity Schedule in Section IV;

(d) The Specifications and Compliance Sheet in Section V; and

(e) Any other attachment deemed appropriate.

You are advised to carefully read the complete Request for Sealed Quotations document,
including the Special Conditions of Contract in Section VII, before preparing your quotation.
The standard forms in this document may be retyped for completion but the Bidder is
responsible for their accurate reproduction.

3. Validity of Quotations
One Hundred and Eighty (180) days from the date of the bid submission deadline.

4. Eligibility Criteria
To be eligible to participate in this Quotation exercise, you should:
(a) Have a valid Company Registration Certificate/Founding Statement
(b) Have a valid original or certified copy of good Standing Tax Certificate
(©) Have a valid or certified copy of good Standing Social Security Certificate

(d) Submit signed Bid Securing Declaration
(e) Have a valid certified copy of SME Certificate indicating SME Status
(f) Certified copy of the National Identity Document for the company owner (s)

5. Delivery

Delivery shall be 30 Days after acceptance/issue of Purchase Order. Deviation in delivery
period shall be considered if such deviation is reasonable.

5.1.  The following tests and inspections will be conducted on the goods at delivery:
e Verification of quantity and Quality



10.

11.

12.

Sealing and Marking of Quotations

Quotations should be sealed in a single envelope, clearly marked with the Procurement
Reference Number, addressed to the Public Entity with the Bidder’s name and contact
information at the back of the envelope.

Submission of Quotations

Quotations should be deposited in the Quotation/Bid Box located at Kavango East Regional
Council not later than 16 March 2026, @ 11:00 am. Quotations by post or hand delivered
should reach Kavango East Regional Council, Office No.11 by the same date and time at
latest.

Opening of Quotations

Quotations will be opened internally by the Public Entity immediately after the closing time
referred to in instruction 7 above. A record of the Quotation Opening stating the name of the
bidders, the amount quoted, the presence or absence of a Bid Security/Bid Securing
Declaration, will be posted on the website of the Public Entity and available to any bidder on
request within three working days of the Opening.

Evaluation of Quotations

The Public Entity shall have the right to request for clarifications in writing during evaluation.
Offers that are substantially responsive shall be compared on the basis of price or ownership
cost, subject to Margin of Preference where applicable, to determine the lowest evaluated
quotation.

Technical Compliance

Bidders shall submit along with their quotations documents, catalogues and any other
literature to substantiate compliance with the required specifications and to qualify deviations
if any with respect to Public Entity’s requirements.

The Specifications, Performance Requirements and Compliance Sheet details the minimum
specifications of the goods/items to be supplied. The specifications have to be met but no
credit will be given for exceeding the specifications.

Prices and Currency of Payment

Prices shall be fixed in Namibian Dollars.

Margin of Preference

12.1. The applicable margins of preference and their application methodology are as
follows:

Not applicable

12.2. Bidders applying for the Margin of Preference shall submit, upon request,
evidence of:

Not applicable



13. Award of Contract

The Bidder having submitted the lowest evaluated responsive quotation and qualified to
supply the goods/items and related services shall be selected for award of contract. Award of
contract shall be by issue of a Purchase Order/Letter of Acceptance in accordance with terms

and conditions contained in Section VI: Contract Agreement and General Conditions of
Contract.



SECTION II: QUOTATION LETTER
(To be completed by Bidders)

[Complete this form with all the requested details and submit it as the first page of your quotation
with the Price list and documents requested above. A signature and authorisation on this Jform will
confirm that the terms and conditions of the RFQ prevail over any attachments. If your quotation is
not authorised, it will be rejected.]

Quotation addressed to: [name of Public Entity]

Procurement Reference Number: G/RFO/KERC-MICT/022/09/2025/2026
Subject matter of Procurement:

We offer to supply the items listed in the attached List of Goods and Price Schedule as per the defined
specifications and, in accordance with the terms and conditions stated in your Request for Quotations
referenced above.

We confirm that we are eligible to participate in this Quotation exercise and meet the eligibility
criteria specified in Section 1: Instruction to Bidders.

We undertake to abide ethical conduct during the procurement process and the execution of any
resulting contract.

The validity period of the Quotation is days from the date of the bid submission deadline.

We confirm that the prices quoted in the List of Goods and Price Schedule are fixed and firm and
will not be subject to revision or variation, if we are awarded the contract prior to the expiry date
of the quotation validity.

The delivery period offered from the date of issue of Purchase Order/ Letter of Acceptance is as
shown in the List of Goods items and Price Schedule.

Quotation Authorised by:

Name of Bidder | [ Company’s Address and seal
Contact Person )

Name of Person Authorising the Quotation: | Position: Signature:
Date ) Phone No./Fax




Appendix to Quotation Letter

BID SECURING DECLARATION
(Section 45 of Act)

(Regulation 37(1)(b) and 37(5))

Date: ..o
[Day|month|year

Procurement Ref No.:
To: Kavango East Regional Council

I/We* understand that in terms of section 45 of the Act a public entity must include in the bidding document
the requirement for a declaration as an alternative form of bid security.

I/We* accept that under section 45 of the Act, I/we* may be suspended or disqualified in the event of

(a) a modification or withdrawal of a bid after the deadline for submission of bids during the period
of validity;

(b) refusal by a bidder to accept a correction of an error appearing on the face of a bid;

() failure to sign a procurement contract in accordance with the terms and conditions set forth in
the bidding document, should I/'We* be successful bidder; or

(d) Failure to provide security for the performance of the procurement contract if required to do
so by the bidding document.

I/We* understand this bid securing declaration ceases to be valid if I am/we are* not the successful Bidder

SIENEA: ..ottt ettt ee e e e e et e r et e s ettt ee s
[Insert signature of person whose name and capacity are shown]

Capacity of:

[Indicate legal capacity of person(s) signing the Bid Securing Declaration]

[Insert complete name of person signing the Bid Securing Declaration]

Duly authorized to sign the bid for and on behalf of: [insert complete name of Bidder]

Dated on __dayof , [Insert date of signing]

Corporate Seal (where appropriate)

[Note*: In case of a joint venture, the bid securing declaration must be in the name of all partners to the joint
venture that submits the bid.]
*delete if not applicable / appropriate



yoesy 8 siayound | gz

. yoeg 0T SIaSer{ | 61
yoeq 01 WdQ¢E prepuels SOy | g1 |

yoeyg 01 dH WU | 11

Yoed | yoed ur oo1 SPOY SLL 2[qeD | 91

B B yoey 0z ST SUI[3AL] /Sy Xdueq | -gy
yoey 01 gDT¢ sYoNS AIOWSA/GSN | b1 o

. yoey 4oes O] panosse s3SI | ¢
yoeg o1 (030[ LOTN i popuesg )SIopIoH &3 | 71 |
| yoeg 01 Sorpog 1-1e M | _
yoeq o (050[ [OIN Wia papueiq) sgnw o9j0) [ o1 |

soxog 01 x0q 1od switr ¢ 3oded £doo WILNeI0Y IPUOIA ‘6

yoeyq 0C Cﬁoﬂmgog HOQV ﬁotme.m .5&.&2 ﬁHmOm meg ‘g
yoey 01 £V Ameq parepuny | L |

s|ioy sjjo1 g 819 ode-ofjo) | -9

dyoed 0z uad 3yoe[q qa-co1gond | s

yoes 0Z S310N AouS v

yoeg 001 suad yorrg-[on Suip | ¢

xog I Sid yoe[g oig | ¢
yoed | (09) Xoq | suadotg Py | 1|

quow/skep) advN (AVN
uSuQ Jo (syoom AvN . LVA moypim Jun sainseawt paxinbax
Anuno) AIOAI[O(T LVA ooud (w10, Iod ao11g * Joun Amuend) spooxn) yo uonduasa(g Ou WIRY]

H D d q a o) q vV

a3ed siy Jo Uondss W0jj0q dy) SIS pue ul [[1 [[BYs slappig

uoneoads 79 uonewLIOJuUI [BTUYDd)
sperdoadde sjonb 1ok 0y yoene asesyd ‘pajonb si Juspeambs ue J
(4 x D) wdy suo 1oy voud (B30 =0
pajonb sT Jusfeainbo ue Ji,, € M yrew =g

un Jad 218y =4

1301 371 1§ PUe | - J SUWA[OS UI-[[ [[2YS SIOPpIe

“Anug a11qnd oy £q ur pafTY o9 [[eYs C 01 V SUWN0) ‘DAY 94 Jo uoneredoxd Jo sur 1y

S¥HAaaId OL SNOLLDOMIILSNI

ALLLNH OI'TdNd HHL O SNOLLDILSNI

9202/$202/60/Z20/LOTW-DYAN/OAN/D “ON J5d Yuowaumaoig

9

SILIBUONEIS JO JUIWAINI0IJ :JOd NOILV.LONO

J'INAIHIS IO ANV SO0 40 LSI'T :III NOLLDAS



4L0NO ON=ON ‘ATdVOI'TddV LON=VN :sojou £o3]

rasodind pue JudjuI [[e I0] SIB[[O(] ULIQIUIRN UI WL SB Pajeal) 3q [Teys 99o11d oy ‘UdAIT ST 93URYOXA JO 9181 35Bq OU J]

............................... :orey owﬁmﬂoxm ”.\moﬁogmv

~19pUNaIdY S[re1ap sp1aoid spoog Jo AIAT[ap Jo oum o e s3uryodxa Jo ofer ur a3uryd 01 103[qns st pajonb DU JT ']

:$STAAAV MAAAIE 40 ANVYN
daLvda TANLYNOIS | ‘NOILISOd 'HAVN |
TVIOL |
yoes 8 pV spreog di) | ¢
yoey S1 sAe1] 1odeq | -o¢
sped S (Pa1aquinuu(y) JOPIAID S[L] | 67
vV (LYOTLD) STWoyT 91AIQ
soeg 1| Z°V DAd SYAAIAIC AJ1onng) SISPIAIP 3L | gz
yoed 1od
syoed S| S193YS 0T (MUM) vV pIeog O[O AMYM | /7
yoey 0z | Sdded g6 urdrew 2p JuIS) SJ0Og IOA0)) PIBL] | ‘97
yoeq 0z (9715 wnipoy) s10ss1OG | g7
| yory <1 sopdels | 7
yoeg 0T ped osnopy | ¢z |
yoeg 0z bV SAILL YOIy | 7z
yoeg 0z vV SOIL] uoisuadsng | -7




SECTION IV: SPECIFICATIONS AND PERFORMANCE

REQUIREMENTS

[The Public Entity shall use this section to specify its Technical Requirements Jor the goods items,
Inspection and examination, and the scope of Related Services, as applicable.]

SECTION V: SPECIFICATIONS AND COMPLIANCE SHEET
Procurement Reference Number: G/RFQ/KERC-MICT/022/09/2025/2026

Item | Technical Specification Required Compliance of Details of Non-Compliance/
22 Specification Offered _ Deviation
(if applicable)
A* B* C =

1 | Red Bic Pens

2 | Bic Black Pens

3 | Sticky Notes

4 | Pilot BL-G2-B black pen

5 | Cello-tape big

6 | Undated Dairy A3

7 | White Board Marker assorted (not

permanent)

8 | Note Book 72p 102x76mm wire
bound 20 w473

9 | Mondi Rotatrim copy paper 5 rims
per box

10 | Highlighters assorted

11 | USB/Memory Sticks 32GB

12 | Bantex file/Treeline File

13 | Cable Tie Rods

14 | Pencil HB




15

Rulers Standard 30cm

16

Erasers

17

Hard Cover Books feint & margin
198 pages

18

Premium Colour Board A4 (Yellow)
100 sheets per pack

19

White colour Board A4 (White) 100
sheets per pack

20

File dividers (Butterfly DIVIDERS
PVC A-Z Div16 140mic (FIL047) A4

21

File divider (Unnumbered)

22

Coffee Mugs

23

Scissors (Medium size)

24 | Punchers (Carl) no. 100XL
25 | Mouse pads

26 | Stapler (Parrot products)
27 | Paper Trays

28 | Clip Boards

29 | Water Bottles

30 | Suspension Files A4

31 | Arch Files A4

[Bidders should complete columns C and D with the specification of the goods offered. Also state
“comply” or “not comply” and give details of any non-compliance/deviation to the specification
required. Attach detailed technical literature if required. Authorise the specification offered in
the signature block below.]

* Columns A and B to be completed by Public Entity.

Specifications and Compliance Sheet Authorised By:
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| Name: ‘ Signature:
Position: | Date:
Authorised for and on behalf of: | Company

SCHEDULE 3
QUOTATION CHECKLIST SCHEDULE
Procurement Reference No.: G/RFQ/KERC-MICT/022/09/2025/2026
| 1
Description Attached Not
Attached

Quotation Letter

List of Goods and Price Schedule

Specification and Compliance Sheet

Disclaimer: The list defined above is meant to assist the Bidder in submitting the relevant documents
and shall not be a ground for the bidder to justify its non-submission of major documents for its
quotation to be responsive. The onus remains on the Bidder to ascertain that it has submitted all

the documents that have been requested and are needed for its submission to be complete and
responsive.
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